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IBM Program License Agreement 


YOU SHOULD CAREFULLY READ THE FOLLOWING TERMS AND 
CONDITIONS BEFORE OPENING THIS DISKETTE(S) OR CASSETTE(S) 
PACKAGE. OPENING THIS DISKETTE(S) OR CASSETTE(S) PACKAGE 
INDICATES YOUR ACCEPTANCE OF THESE TERMS AND CONDITIONS. 
IF YOU DO NOT AGREE WITH THEM, YOU SHOULD PROMPTLY 
RETURN THE PACKAGE UNOPENED; AND YOUR MONEY WILL BE 
REFUNDED. 


IBM provides this program and licenses 
its use in the United States and Puerto 
Rico. You assume responsibility for the 
selection of the program to achieve your 
intended results, and for the installation, 
use and results obtained from the 
program. 


LICENSE 


You may: 


use the program on a single machine; 


copy the program into any machine 
readable or printed form for backup 
or modification purposes in support 
of your use of the program on the 
single machine (Certain programs, 
however, may include mechanisms to 
limit or inhibit copying. They are 
marked “‘copy protected.”); 


modify the program and/or merge it 
into another program for your use on 
the single machine (Any portion of 
this program merged into another 
program will continue to be subject to 
the terms and conditions of this 
Agreement); and, 


transfer the program and license to 
another party if the other party agrees 
to accept the terms and conditions of 
this Agreement. If you transfer the 
program, you must at the same time 
either transfer all copies whether in 
printed or machine-readable form to 
the same party or destroy any 

copies not transferred; this includes 
all modifications and portions of the 
program contained or merged into 
other programs. 


You must reproduce and include the 
copyright notice on any copy, 
modification or portion merged into 
another program. 


YOU MAY NOT USE, COPY, 
MODIFY, OR TRANSFER THE 
PROGRAM, OR ANY COPY, 
MODIFICATION OR MERGED 
PORTION, IN WHOLE OR IN PART, 
EXCEPT AS EXPRESSLY PROVIDED 
FOR IN THIS LICENSE. 


IF YOU TRANSFER POSSESSION OF 
ANY COPY, MODIFICATION OR 
MERGED PORTION OF THE 
PROGRAM TO ANOTHER PARTY, 
YOUR LICENSE IS AUTOMATICALLY 
TERMINATED. 


TERM 


The license is effective until terminated. 
You may terminate it at any other time 
by destroying the program together with 
all copies, modifications and merged 
portions in any form. It will also 
terminate upon conditions set forth 
elsewhere in this Agreement or if you 
fail to comply with any term or condition 
of this Agreement. You agree upon such 
termination to destroy the program 
together with all copies, modifications 
and merged portions in any form. 


LIMITED WARRANTY 


THE PROGRAM IS PROVIDED “AS 
IS” WITHOUT WARRANTY OF ANY 
KIND, EITHER EXPRESSED OR 
IMPLIED, INCLUDING, BUT NOT 
LIMITED TO THE IMPLIED 
WARRANTIES OF 
MERCHANTABILITY AND FITNESS 
FOR A PARTICULAR PURPOSE. THE 
ENTIRE RISK AS TO THE QUALITY 
AND PERFORMANCE OF THE 
PROGRAM IS WITH YOU. SHOULD 
THE PROGRAM PROVE DEFECTIVE, 
YOU (AND NOT IBM OR AN 
AUTHORIZED PERSONAL 
COMPUTER DEALER) ASSUME THE 
ENTIRE COST OF ALL NECESSARY 
SERVICING, REPAIR OR 
CORRECTION. 
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The following paragraph does not apply to the United Kingdom or 
any other country where such provisions are contrary to local 

law: International Business Machines Corporation provides this 
manual "as is," without warranty of any kind, either express or 
implied, including, but not limited to, the implied warranties of 
merchantability and fitness for a particular purpose. IBM may 
make improvements and/or changes in the product(s) and/or the 
program(s) described in this manual at any time and without 
notice. 


This publication contains examples of data and reports. All 
names of individuals, companies, brands, and products used in 
these examples and reports are fictitious, and any similarity to the 
names, addresses, or products used by an actual business 
enterprise is entirely coincidental. 


This product could include technical inaccuracies or typographical 
errors. Changes are periodically made to the information herein; 
these changes will be incorporated in new editions of this 
publication. 


Products are not stocked at the address below. Requests for 
copies of this product and for technical information about the 
system should be made to your authorized IBM Personal 
Computer dealer. 


A product comment form is provided at the back of this 
publication. If this form has been removed, address comments to: 
IBM Corp., Personal Computer, P.O. Box 1328-C, Boca Raton, 
Florida, 33432. IBM may use or distribute any of the information 
you supply in any way it believes appropriate without incurring 
any obligations whatever. 
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How to Use the Insurance Agency 
System Books 


The Insurance Agency System is described in two 
volumes-- Volume I, which contains eight separate 
books, and Volume II, which contains two separate 
books. 


These books are designed to help you learn how to use 
the Insurance Agency System easily. Be certain to 
follow the directions carefully. 


Organization 


The first eight books teach you how to use the various 
features of the Insurance Agency System. The ninth 
book is a complete reference manual. You will use this 
book after you have finished the lessons in the first 
eight books. The tenth book explains the Insurance 
Agency System messages, gives you a glossary of terms, 
and contains an index for both volumes. 


At the beginning of each book, you will find a section 
titled "How to Use this Book." Read this section 
before you start the book. You'll find a description of 
what the book contains and what it will teach you. 


At the end of each book, you'll find an index that lists 
the topics covered in that book. An index for both 
volumes is located in Book 10. Messages, Glossary, and 
Index in Volume II. 


Assumptions 


These books are designed to teach insurance agents 
how to use the Insurance Agency System. They are not 


designed to teach you how to operate an agency, nor 


are they designed to teach you accounting. 


We assume that you know how to operate an insurance 
agency and understand the basics of accounting. 
Although we offer suggestions on using the Insurance 
Agency System to fulfill your agency?s needs, we do not 
tell you how to conduct your business. In addition, we 
briefly define what we mean by certain accounting 
terms, but we do not teach you the fundamentals of 
accounting. 


We also assume that you are familiar with the operation 
of the IBM Personal Computer and the Disk Operating 
System (DOS). You should be familiar with the 
following publications: 

+. IBM Personal Computer Guide to Operations 

+ IBM Personal Computer Disk Operating System 


Refer to these publications if you have questions about 
your IBM Personal Computer or about DOS. 


How to Use this Book 


In this first book, Book 1. Meeting the System, you'll 
learn the following: 


e What the Insurance Agency System does 


e How the Insurance Agency System helps you with 
your business 


+ What equipment you need to use this program 
When you finish this book, you’ll have a general 


understanding of the main features of the Insurance 
Agency System. 
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About the Insurance Agency System 


The Insurance Agency System is a program designed 
exclusively for insurance agents. This package helps you 
automate, organize, and maintain your agency. 


By using the Insurance Agency System, you will find 
that many of the manual tasks you currently perform 
are eliminated, thereby saving you time. 


In addition, with the many features of the Insurance 
Agency System, you can develop an office management 
system. You can perform such tasks as keep client 
records, write letters to clients, record policy sales, create 
invoices, print statements, and keep general ledger 
records. 


Note: From now on, we'll refer to the Insurance 
Agency System as the System. 


What the System Can Do for You 


The System is a product that actually does the work of 
several programs. Here is a list of just some of the 
things the System can do for you: 


e Keep client records that are used in marketing, 
invoicing, accounts receivables, and general ledger 
tasks 


e Print marketing and receivables letters you create 
with a special letter editor 


e Print invoices to send to your clients 
e Print statements for one or all of your clients 


e Produce accounts receivable and accounts payable 
records 


e Produce a general ledger 
These are only a few of the features the System offers 


you. Because of all these features, you’ll find that the 
System offers you such benefits as these: 


e Keep records that require only a minimum of effort 
from you 


e Save time by automatically printing many of the 
forms and reports you currently type 


+ Compose and edit letters to your clients 


e Personalize standard marketing letters by printing 
each client's name and address on the letters 


e Create invoices without searching through files 


+ See at any time which clients have policies that are 
due to expire soon 


e Prepare accounts receivable reports easily 
e Prepare client statements 


e Produce your own marketing literature quickly and 
inexpensively 


As you use the System, you’ll discover many more 
benefits. Moreover, you'll find that the time you”ll save 
using the many features of the System will more than 


make up for any time you initially spend learning the 
program. Remember, the more you use the System, the 
more it can do for you! 


The Main Features 


The System has six main features--marketing, invoicing, 
accounts receivable, accounts payable, general ledger, 
and utilities. Let's take a moment to learn more about 
each of these main features. 


Marketing 


With the marketing feature, you can automate and 
enhance your marketing procedures. This feature lets 
you create records for each of your customers (clients). 
This feature also offers you great flexibility in creating a 
marketing strategy that can help you address the varied 
needs of your clients. 


With this feature, you can keep records for thousands 
of clients (each diskette alone can hold up to 400 client 
records), and then match the services your agency 
offers with the needs of these clients. 

For each client, you record the following information: 

e Name 

e Address 


e Phone number 


e Letter salutation (greeting) 


e Status code that tells you some specific fact about 
the account, such as the client's geographic location 


+ Family members or employees (up to five) 
. Date of birth for each member or employee 


e Prospect codes that tell you the occupation of each 
family member 


e Coverage codes that specify up to nine types of 
client coverage 


The marketing feature also gives you the ability to 
compose, edit, and print letters. These letters can be 
addressed by the System to those clients who fulfill 
specific requirements (such as needing a different type 
of coverage). As you'll see later, the various codes will 
help you decide which clients get which letters. 


Invoicing 
With the invoicing feature, you can create and print 
invoices for your clients. You also can keep records of 
every policy expiration. 
On each invoice, the System automatically prints the 
client's name and address. You then record such 
information as the following: 
+. The date the policy goes into effect 
+ The date the policy expires 


+. The insurance company issuing the policy 


e The type of coverage 


+. A description of the policy 
+ The premium 


e The accounts receivable date (when you expect 
payment) 


e The accounts payable date (when you expect to pay 
the company) 


e The policy number 


After recording this information, you can fill in the 
charges and total the invoice. You also can determine 
such factors as the total amount owed to the issuing 
company, the commission you are owed, and the 
commission you may owe a producer (the person 
responsible for obtaining the account). 


You then can print this invoice for your client, along 
with a more detailed copy of the invoice (including the 
breakdown of the totals) for your records. 


After you've created several invoices, you print an 
invoice register. The invoice register lists all of the 
clients for whom you’ve recently created invoices. 
With this register, you can make certain you’ve created 
the necessary invoices. 


Accounts Receivable 


With the accounts receivable feature, you can record 
cash receipts (payments made against unpaid invoices). 
You can keep up-to-date records for each client’s 
account. In addition, you can send statements 
periodically to your clients. 


You also can print letters based on receivables, which 
can be used to remind clients of payments due. 


In addition, you can keep track of outstanding invoices 
by requesting aged account statistics. By studying your 
aged accounts, you can determine the overall payment 
status of your clients. 


Accounts Payable 


With the accounts payable feature, you can keep track 
of the money you owe the various insurance companies 
with which your agency deals. 


In addition, you can record disbursements (payments 
by check) you make to companies or to individuals. 
This feature helps you keep your checking account 
records balanced. 


You also can determine which types of policies you are 
selling the most of for a particular company. These 
production statistics can help you determine a 
marketing strategy for your agency by letting you see 
which policies clients prefer. 


General Ledger 


With the general ledger feature, you tie together all the 

other features of the System. The general ledger tracks 
cash, receivables, payables, commissions, and up to 146 
other asset, liability, income, and expense accounts you 
define. 


This feature lets you perform such tasks as these: 


e Create your own general ledger accounts 


e Print copies of the ledger at any time 
e Record separate journal entries 


e Clear your ledger once a year to prepare for another 
year’s records 


As you use the general ledger feature, you’ll find that 
the records printed are easy to read, and you can find 
the information you need quickly. The System shows 
transactions, automatically records changes, adjusts 
balances, and gives you totals for all general ledger 
accounts. 


In addition, since the System uses double-entry 
accounting, transactions are automatically 


counterbalanced, saving you the trouble of recording 
transactions twice. 


Utilities 
With the utilities feature, you create the diskettes 
necessary to use the System. This feature is contained 


on the second diskette that comes with your package. 


With the utilities feature, you can perform the following 
tasks: 


+. Format diskettes so they can be used by the System 
e Print diskette labels to identify the diskettes 


e Create storage diskettes on which you save your 
information 


e Copy diskettes to help protect your information 


e Start the System after you finish preparing the 
diskettes 


Important Facts to Remember 


The records the System keeps for you are only as good 
as the information you supply. You need to record all 
transactions and keep this information up-to-date. 


Therefore, we recommend that you use the System 
frequently (probably every day) so you can keep your 
records up-to-date. 


Recording information in the System is easy, and very 
little time is involved in keeping your records since the 
System does much of the work for you. 


As you work with the System, take full advantage of all 
of its many features by taking time to learn exactly 
what each does. If you do, you’ll find that the more 
you know about the System, the more it can do for you. 


Before You Begin 


Before you begin using the System, you should study 
the IBM Personal Computer Guide to Operations. This 
book, Guide to Operations, teaches you how to set up 
your IBM Personal Computer and tells you some 
important facts you need to remember about using your 
computer and your printer. 


What You Need to Use the System | 


To use the System, you need the following things: 


e IBM Personal Computer with a minimum of 128KB 
(128K-bytes) of memory 


e Two double-sided, double-density diskette drives 
+ IBM Monochrome Display 
+ IBM Personal Computer Printer 


e IBM Personal Computer Disk Operating System 
(DOS) 


e The Insurance Agency System diskettes 


e Double-sided, double-density blank diskettes 
(minimum of 20) 


IBM Monochrome Display 


System Unit 


IBM Personal Computer Printer 


Keyboard 


Double-sided, 
Double-density 
Diskette Drives 


You also should have a supply of these items for your 


‘printer: 


Standard printer paper (9 1/2 by 11 inches; 8 1/2 
by 11 inches when you tear off the perforated 


edges) 


Letterhead paper 


Invoicing paper 


Statement paper 


Continuous-feed labels 


Continuous-feed wheel cards 
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SOME STATES DO NOT ALLOW THE 
EXCLUSION OF IMPLIED 
WARRANTIES, SO THE ABOVE 
EXCLUSION MAY NOT APPLY TO 
YOU. THIS WARRANTY GIVES YOU 
SPECIFIC LEGAL RIGHTS AND YOU 
MAY ALSO HAVE OTHER RIGHTS 
WHICH VARY FROM STATE TO 
STATE. 


IBM does not warrant that the functions 
contained in the program will meet your 
requirements or that the operation of the 
program will be uninterrupted or error 
free. 


However, IBM warrants the diskette(s) or 
cassette(s) on which the program is fur- 
nished, to be free from defects in materials 
and workmanship under normal use for a 
period of ninety (90) days from the date of 
delivery to you as evidenced by a copy of 
your receipt. 


LIMITATIONS OF REMEDIES 


IBM’s entire liability and your exclusive 
remedy shall be: 


1. the replacement of any diskette(s) or 
cassette(s) not meeting IBM’s “Limited 
Warranty” and which is returned to IBM 
or an authorized IBM PERSONAL 
COMPUTER dealer with a copy of your 
receipt, or 


2. if IBM or the dealer is unable to deliver a 
replacement diskette(s) or cassette(s) 
which is free of defects in materials or 
workmanship, you may terminate this 
Agreement by returning the program 
and your money will be refunded. 


IN NO EVENT WILL IBM BE LIABLE 
TO YOU FOR ANY DAMAGES, 
INCLUDING ANY LOST PROFITS, 
LOST SAVINGS OR OTHER 
INCIDENTAL OR CONSEQUENTIAL 


DAMAGES ARISING OUT OF THE 
USE OR INABILITY TO USE SUCH 
PROGRAM EVEN IF IBM OR AN 
AUTHORIZED IBM PERSONAL 
COMPUTER DEALER HAS BEEN 
ADVISED OF THE POSSIBILITY OF 
SUCH DAMAGES, OR FOR ANY 
CLAIM BY ANY OTHER PARTY. 


SOME STATES DO NOT ALLOW THE 
LIMITATION OR EXCLUSION OF 
LIABILITY FOR INCIDENTAL OR 
CONSEQUENTIAL DAMAGES SO 
THE ABOVE LIMITATION OR 
EXCLUSION MAY NOT APPLY TO 
YOU. 


GENERAL 


You may not sublicense, assign or 
transfer the license or the program 
except as expressly provided in this 
Agreement. Any attempt otherwise to 
sublicense, assign or transfer any of the 
rights, duties or obligations hereunder is 
void. 


This Agreement will be governed by the 
laws of the State of Florida. 


Should you have any questions 
concerning this Agreement, you may 
contact IBM by writing to IBM Personal 
Computer, Sales and Service, P.O. Box 
1328-W, Boca Raton, Florida 33432. 


YOU ACKNOWLEDGE THAT YOU 
HAVE READ THIS AGREEMENT, 
UNDERSTAND IT AND AGREE TO 
BE BOUND BY ITS TERMS AND 
CONDITIONS. YOU FURTHER 
AGREE THAT IT IS THE COMPLETE 
AND EXCLUSIVE STATEMENT OF 
THE AGREEMENT BETWEEN US 
WHICH SUPERSEDES ANY 
PROPOSAL OR PRIOR AGREEMENT, 
ORAL OR WRITTEN, AND ANY 
OTHER COMMUNICATIONS 
BETWEEN US RELATING TO THE 
SUBJECT MATTER OF THIS 
AGREEMENT. 
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